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I. Executive Summary 


Reengineering financial processes is an integral part of the larger reinventing Government 
effort and a tremendous undertaking in itself. The Bureau of Land Management (BLM) has 
begun the effort by forming a Financial Reengineering Team, introducing them to business 
reengineering, and providing them with training on reengineering concepts. The team was 
tasked with performing a general analysis of BLM’s financial processes and preparing this 
interim report of their findings. Based on this report, the reengineering process can proceed 
to the next steps, which include: 


@ Analyzing the detailed steps within each process. 
@ Applying performance measures. 

@ Establishing priorities for redesign. 

@ Redesigning each process. 


Additional time, a commitment of resources, and a devotion to duty remain as the key 
requirements for reengineering to continue. 


Prior to beginning its analysis, the Financial Reengineering Team was given initial guidance 
which centered on the "blank page" concept. This concept, which is the main premise 
behind reengineering, affords a "forward thinking" opportunity to view a process logically, 
from the stimulus that begins the process to the required output, irrespective of current 
conditions. New designs resulting from this logical presentation are, by definition, 
streamlined, more efficient, and most effective. While the concept is stimulating and 
frustrating, logical and questionable, empowering and restraining, the protection is team 
synergism and interdependence. 


The team identified the following financial and financially related areas for analysis: 


Appropriations 

Payments 

Collections 

Imprest 

Travel 

OPAC payments and collections 
BLM financial guidance 


Executive Summary 


Common reengineering objectives which were applied to the processes above included: 


Identifying and eliminating "nonvalue added" steps within a process, or 
detailed steps within a process (e.g., duplicate data entry, duplicate 
signatures). 


Implementing automated techniques where appropriate (e.g., field data entry 
versus hand-coding and mail delivery of documents, use of Local Area 
Networks and Wide Area Networks to disseminate information). 


Expanding existing, proven systems (e.g., credit card purchases, travel 
advances via Automated Teller Machines, computer-to-computer interfaces). 


Examining rules, regulations, policies, and procedures (e.g., travel 
regulations, desk procedures) and recommending the need for review, revision 
where necessary, or rewriting when appropriate. 


In order to meet these objectives, the team made several recommendations. The 
recommendations, while general in nature, serve as a starting point for improving the way 
BLM conducts its financial affairs, and begin the "forward thinking" necessary for 
reengineering. Expected results in time and cost savings, increases in efficiency and 
effectiveness, and improvements to customer service are assumed to be applied to BLM’s 
(and the Department of the Interior’s) top priority: maintaining healthy ecosystems. 


With regard to time and cost savings, recommendations ensure that the 
processes are performed with the minimal amount of Full-Time Equivalents 
(FTEs) and dollars. Anticipated savings are expected from short-term 
recommendations, such as improving procedures and reducing paperwork and 
mail handling. 


With regard to increases in efficiency and effectiveness, recommendations 
focus on shortening processing time and moving responsibility for processes 
closer to where the activity originates (e.g., field data entry). 


With regard to improvements to customer service, recommendations attempt to 
"touch" all customers (e.g., the public, travelers, other Government agencies). 


Executive Summary 


One broad recommendation is to review and/or develop written standard operating 
procedures for each financial process being reengineered. The procedures should, at a 
minimum, include a data flow diagram and a data dictionary for each process; step-by-step 
processing instructions, including explanations of documents and forms used and sources 
where the documents and forms can be obtained; assigned responsibilities and delegations of 
authority (if applicable); pertinent regulations (e.g., prompt payment, travel); methods for 
problem resolution; and techniques for financial system entry and inquiry. 
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ll. Introduction 


In order to meet Vice President Gore’s challenge to create a Federal Government that works 
better and costs less, the Bureau of Land Management (BLM) is continually working to 
increase efficiency and effectiveness. As part of this effort, the Bureau established the 
Financial Reengineering Team to review its major financial processes and make 
recommendations for simplifying those processes. The team was formed in May of 1994 
under the sponsorship of the Assistant Director for Management Services. Team members 
are listed in Appendix A. 


The team first met in Washington, DC, to attend a "Reengineering and Structured Analysis 
Workshop" and a "Reinvention Workshop." During this meeting, the team also developed 

action plans and a charter, which identified goals, objectives, scope, and timeframes for the 
reengineering effort. The following objectives were included in the charter: 


e To identify customers of the financial system and their needs. 

e To research and reengineer financial processes within the BLM. 

® To increase efficiency and improve customer service through process 
simplification. 

@ To ensure that customer input and performance measures are dynamic. 

e To add quality to business processes through performance measures assessing 


customer satisfaction. 


Using the principles of structured analysis from the workshop, the team defined BLM’s 
financial customers and identified business events and timeframes affecting BLM. The team 
then gathered information by conducting interviews with Service Center (SC) and field 
employees who are involved with various financial processes (see Appendix B). Interviews 
were also conducted with other agencies. A joint meeting was held with the BLM 
Collections Team, where major concerns and possible solutions were shared. Data flows for 
current processes were analyzed, and based on the interviews and the information gathered, 
new, "logical" data flows were developed. 


The team’s findings and recommendations are presented in this interim report. The report 
includes a section on each process analyzed. Each section includes a summary of the 
problems with the current process, the objectives for reengineering the process, the 


Introduction 


assumptions the team was working under, the team’s recommendations for change, and the 
benefits expected from the change. Data flow diagrams for both current and proposed 
processes are also included in each section. The diagrams are followed by a data diagram 
dictionary, which explains the data flows associated with the proposed processes. A 
complete data dictionary can be found in Appendix C. 


lll. Reengineering Process and Tools 


Reengineering Defined 


Reengineering is not a new concept, but one that has recently received more emphasis in the 
Federal sector as a result of the Vice President’s initiative to "reinvent" the Federal 
Government. Some private sector companies, such as Ford Motor Company and Mutual 
Benefit Life Insurance, have also undergone reengineering, though the process is sometimes 
referred to by other names, such as structured analysis, modeling, or information 
engineering. 


Reengineering involves analysis of business areas in a systematic, top-down approach, 
resulting in a detailed specification of business requirements. One definition of reengineering 
is "...a fundamental alignment of a business along business event lines".! The process 
involves fundamental rethinking and subsequent redesign of the business. 


A business event occurs when a customer places a demand on the business for action. For 
BLM financial operations, this occurs when the public (the customer) submits grazing 
applications, invoices for payments, or requests for information. It also occurs when other 
government agencies provide goods and services (e.g., GSA and vehicle rentals) and when 
BLM employees request reimbursement for various activities (e.g., travel). 


Business events are further delineated into business processes. Each process is a sequence of 
repeatable activities that includes a measurable input to which some sort of value is added to 
produce a measurable output. Through reengineering, all "nonvalue added" steps are 
removed, and the "value added" steps are identified and redesigned. 


Data Flow Diagrams 


The data flow diagram (DFD) is the main modeling tool used in reengineering. DFDs 
provide a graphical representation of business processes. A diagram showing an overall view 
of the business is typically referred to as a context diagram. A context diagram for BLM 
financial operations is included at the end of this section. 


' Dickinson, Brian. Strategic Business Engineering. California: LCI Press, 1992. 


Reengineering Process and Tools 


There are three basic types of DFDs. The physical DFD is the common starting point and 
represents how a process currently operates. Since it portrays the current situation, it may 
include the physical location of a process, job titles, and nonvalue added steps; hence its 
name. 


The logical DFD is the end product, which shows the process in a "logical" flow. It 
excludes physical characteristics and steps that add no value. The logical DFD provides an 
independent view of what is required for the process and acts as a guide for the next step, 
which is redesign. In addition, it ensures that quality of operations is considered in any 
redesign. 


The third type is the physiological DFD. This DFD is a hybrid of the first two, and is used 
when physical characteristics (e.g., where, who) are an essential part of the process and 
where omission would cause confusion or hinder user validation/approval. 


All DFDs use common symbols, each representing specific concepts: 


Outside Interface -- An outside interface symbol represents where data originates or 
terminates in a process. The procedures, content, or timing of the outside interface 
cannot be controlled within the process. An outside interface also defines the 
boundary of the process study. For example, a customer is an outside interface that 
stimulates a process. The needs and effects of the customer can be studied, but the 
customer cannot be changed (except maybe indirectly through customer satisfaction.) 
An outside interface is represented as a rectangle with an identifier inside. 


Public BLM 


Treasury 


Reengineering Process and Tools 


Data Flow -- The data flow symbol indicates the flow of information or objects (i.e., 
goods/services). It is illustrated by a directed line (arrow) labeled with the type of 
data it represents. The arrow indicates the direction of the flow. Data flows always 
originate and terminate at an outside interface, data store, or process. A data flow 
with a vertical line before the arrow represents the workflow that triggers an action. 
For example, a customer invoice can be shown as a flow to a payment process. 


Customer Invoice 


Tf > 


Data Flow (no data content) -- This data flow symbol represents a control flow, 
typically in the form of calendar dates (e.g., W-2 forms are due by the end of 
January), a process (e.g., end of the pay period), or timing events (e.g., reordering 
supplies, replacing worn equipment). 


Tax Deadline Reorder Time 


Process -- This data flow symbol indicates a transformation of input data into output 
data and is represented as a circle. A brief description is contained within the circle. 
For example, a payment process may have a customer invoice as a data flow Soe 
in and a customer payment as a data flow going out. 


Prepare 


Payment 


Reengineering Process and Tools 


Data Store -- The data store symbol indicates data at rest or in a storage device. The 
device can be as comprehensive as a system or as simple as a file drawer. A data 


store is represented by two parallel lines with a description between them. 


Finance 


Invoices 
System 


Duplication -- An asterisk (*) indicates a duplication of a process, data store, or 
outside interface within a DFD. It is used to avoid clutter and show reusability. 


Public * Invoices * 


* 


Prepare 
Payment 


The DFDs within this report use the various symbols explained. The current processes are 
illustrated using physiological DFDs, in most cases. The proposed processes are illustrated 
using logical DFDs, which were basically created by excluding all steps that add no value to 


the process. 
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' Reengineering Process and Tools 


CONTEXT DIAGRAM 
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Congress 


Finance 


Government 
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Data Flow Diagram 


Reengineering Process and Tools 


Data Diagram Dictionary - Context Diagram 


Appropriation Request Request to Congress for program funding 
Appropriations Approved Congressional amounts 
Review for compliance with laws, rules, regulations, policies, and procedures 


ee ee ren cm Ee 


OPAC Charge Data Payments/collections to/from Federal agencies for products and services received/sold 
by BLM 


Payment Destine DS. “Yi SY er 
| Reportig Deanne AN] Tee ae a 


! Self-explanatory 
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IV. Appropriations 


The appropriations process is the driving force behind most financial operations within the 
Federal sector. BLM receives almost all of its spending authority from appropriations. In 
contrast to most of the other financial processes examined in this report, the appropriations 
process spans more than 1 year. Generally, 18 to 24 months before a fiscal year begins, 
budget estimates are formulated and drafted, subsequently to become the President’s budget, 
which in turn is submitted to Congress for approval prior to the start of the appropriate fiscal 
year. Upon enactment, BLM has authority to obligate funds, and thus allocates cost targets 
to its budget organizations (States, Centers, Headquarters), which may in turn reallocate to 
lower levels (District Offices, Resource Areas, State Office Divisions). Beginning with fiscal 
year 1995, BLM’s appropriation for the management of lands and resources changes from an 
annual appropriation to a no-year appropriation, providing more flexibility in accomplishing 
Bureau goals. 


An automated cost target control system (PRMS) has been developed to interface with the 
Federal Finance System (FFS) so that budget data, including cost targets, workload 

accomplishments, and budget object class planning, can be merged with budget execution 
data on the financial status reports. PRMS also allows field office level input via remote 


entry. 


Through interviews with field personnel, the Financial Reengineering Team found that the 
Bureau’s allocation process and its status reports were areas that needed to be examined. 
Specific concerns mentioned included coding conventions, long lead times (perceived or real) 
required to obtain new codes, and the workmonth concept. These concerns and frustrations 
have, in some cases, resulted in a manipulation of the finance system itself. For example, 
unused fields within a document are being coded with data. Typically, these additional codes 
are extraneous to financial requirements and have a unique understanding only to those using 
the data field. Such actions imply that the current system does not meet user needs. The 
current initiative to restructure BLM’s budget and the resulting streamlined reporting may 
alleviate these concerns and frustrations. In addition, performance measures, currently being 
developed, will facilitate and enhance future reengineering efforts. 


Regarding reports, interviews indicated that financial information needs to be readily 
available, manageable, and "queryable." Current on-line retrieval systems, which could take 
care of most of these needs, are almost nonexistent in BLM. Almost every customer 
interviewed, including managers, analysts, and budget and financial officers, had some level 
of dissatisfaction with reports, reporting, and the information portrayed. General remarks 
dealt with readability and useability. Specific remarks focused on a need for information 
currently not in existing reports, such as certain organizational budget status, division and 
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Appropriations 


subactivity breakouts, and FTE usage and labor expenditures. In some cases, reports were 
not received or contained erroneous information. 


Dissatisfaction with reporting has led to identifiable, resource-consuming events, such as: 
6 Maintenance of "cuff" records to keep running totals of specific items (e.g., 
travel) external to FFS. This practice usually requires additional time and 
effort, more computer storage, extra copies of documents, and a reconciliation 


maintenance process. 


e Reliance on individual, usually PC-based report writers that typically 
manipulate data files or extracts of files. 


Reengineering Objectives 
e Improve quality and timeliness of financial reporting. 
8 Focus on "user needs" and requirements. 
@ Reduce the need for "cuff" records and data manipulation. 
® Provide data query capabilities. 
e Reduce handling of paperwork. 


Assumptions 


e A data query system and/or report distribution system will become available. 


e The BLM ALMRS/Modernization Project will provide more direct access to 
financial information. 


@ Reporting will have to take new performance measures into account. 
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Recommendations 


e Continue testing data base inquiry/report packages such as "Impromptu," an 
on-line system capable of producing ad hoc reports based on individual user 


needs. 

e Review current financial reports and obtain consensus for needed standard 
reports. 

e Continue current efforts to streamline budget coding. 


e Evaluate the requirements of the PRMS and the budget execution module of 
FFS for consolidation into one system. 


These recommendations are intended to improve the way BLM conducts business. Further 
actions for simplifying this process are outside the scope of this effort. However, since the 
Financial Reengineering Team began its effort, several Budget Reengineering Teams have 
been formed. These teams are focusing on budget data and reports, budget training and 
information, and simplification of the budget structure and allocation process. 
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V. Payments 


Payments of all types involve a number of steps and a large volume of activity. This section 
focuses on payments to vendors. Customers of the payments process include private citizens, 
small businesses, large corporations, and internal employees involved in providing 
information to other customers. 


The present process requires that paper copies of receiving reports and invoices be sent to the 
SC Division of Finance for payment. During interviews with field and SC personnel 
involved in the process, two separate paper trails were identified within the Bureau for 
this payment. Some offices match all receiving reports and invoices and submit them as 
a package to Finance. Other offices submit the receiving report at the time goods or 
services are received, and have the vendor send the invoice directly to Finance where 
they are matched by a voucher examiner. The voucher examiner places the matched 
documents in a file with a payment due date. The payments are then removed from the file 
and input into the system. 


Utility and similar bills are received at the field offices where receiving and funding 
information are completed. The bills are then forwarded to the SC for payment. In most 
cases, the due dates provide very little time to make the payment. In some cases, the bill is 
past due before it is received at the SC. This is an area where interest and penalty payments 
can add up quickly. 


A review of financial system data and the interview responses indicated that BLM is still 
paying interest and penalties on routine payments. These charges are a result of: late or lost 
receiving reports; receiving reports with no matching invoices; receiving reports that do not 
match data on invoices; invoices that have no purchase order number; mailing delays 
between offices; and changing or undefined payment processes. 


Several concerns were raised about the present process during the interviews. A major 
concern was the possibility of the paper receiving report getting lost. Another concern 
pertained to inconsistencies in the voucher examination process. In some cases, voucher 
examiners have contradictory requirements which cause confusion and delays for field 
personnel in providing required documentation. The lack of consistent operating procedures 
between the SC and field offices was also a concern. 
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Reengineering Objectives 


e Reduce the amount and frequency of late payments, which result in interest 
and penalties, as required by the Prompt Payment Act of 1982, as amended, 
and Office of Management and Budget (OMB) Circular A-125. 

e Streamline the payments process to increase efficiency and effectiveness, with 
minimal staffing impact (either at the SC or in the field). 

® Identify and eliminate nonvalue added steps. 

e Reduce handling of paper (documents are "touched" only once) and eliminate 
internal requirements through automation (e.g., electronic receiving). 

e Recommend changes to rules, regulations, or laws necessary to implement the 
changes identified. 

Assumptions 

e Electronic means will be used whenever possible. 

@ Using electronic processing versus mail will reduce processing time by 3-5 
days. 

e Use of purchase cards will be expanded to replace other order and payment 
procedures when possible. 

® Payments will be made at the area closest to use of the service where feasible 
and where staffing is sufficient. 

® Performance measures will be developed. 

Recommendations 


A major improvement to the current payments process, which is already underway, is remote 
data entry. Remote entry enables the field to input financial commitments and to access 
payment information. Remote entry improves the timeliness of data input and allows the 
field to provide information to customers rather than referring them to or calling the SC for 
information. This is a definite step in the right direction. 
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A general recommendation for all types of payments is to develop standard operating 
procedures, which when implemented, will improve the entire payments process. These 
procedures should include guidance on what is required in a complete payment package and 
the procedures that will be used by voucher examiners in making payments. The operating 
procedures should identify what the rules are for payments where an estimated amount is 
shown on the Order for Supplies and Services (OF-347). Also, a simple explanation of the 
prompt payment requirements should be provided. 


The Financial Reengineering Team found that there are many self-imposed rules or processes 
that can be eliminated to make the workflow smoother. Recommendations for both short- 
and long-term process improvements are included. Short-term improvements will eliminate 
unnecessary internal control that does not add value to the process. Long-term improvements 
will require changes in automated systems, regulations, or legislation that are outside BLM’s 
control (these are indicated by **). 


Vendor payments (procurement): 
e Evaluate the potential of making payments at the point of purchase. ** 


e Establish standard procedures for the entire Bureau on all payments 


procedures. 

e Finalize and use electronic receiver in FFS to eliminate paper receiving 
report. ** 

e Increase use of purchase cards to reduce number of payments. Pay Blanket 


Purchase Agreements (BPAs) with purchase cards to reduce volume of 
Government payments to vendors. 


e Utilize system capabilities for all reoccurring payments. ** 
Vendor payments (utilities): 
e Pay utility bills by inputting data into FFS from the field office. 
e Look into setting up "budget billing" (i.e., reoccurring payments, adjustments 
as required, consistent payment at the same time each accounting period) 


where possible. This will permit use of the "warehousing" part of FFS to 
automatically release the payment. 
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The savings in some areas may not be significant, but with all areas added together there will 
be meaningful impact. Efficiency and effectiveness of the employees involved with the 
payments process will be increased by improving knowledge and understanding of the 
process. This knowledge will be gained by involving field offices more directly through 
remote data entry. Making data immediately available at the field offices will improve 
service to both external and internal customers. 


The team feels that payments should be further analyzed to break apart the large processes 
into step-by-step actions. This will show additional unnecessary steps and assist with 
decisions on the location or organization levels that should be doing the work. Further 
analysis will also give those involved with redesigning the process more data on the 
individual processes, thereby reducing design time. Additionally, the impact of the Interior 
Department Electronic Acquisition System (IDEAS) will need to be addressed; it is not 
addressed here due to limited information on how it will affect the payment process. 
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Data Diagram Dictionary - Payments 
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VI. Collections 


Collections, in general, are defined as the receipt of money from the sale of BLM products 
and services. Collections for livestock grazing are defined as the receipt of money from the 
issuance of grazing permits and grazing-related fees. Collections customers include members 
of the public, including permittees (e.g., individuals, corporations); advisory boards; other 
Federal agencies; State and County agencies; and employees (e.g., travel advances). 


Procedures vary according to the type of collection. For lease management collections, 
the field offices currently forward the following to the SC: 


e Date-stamped copy of the courtesy notice. 
6 Batch label. 

® Cash receipt document. 

e Adding machine tape. 


The field office retains the following: 
e Copy of courtesy bill for deposit documentation. (The copy is eventually 
replaced with the original bill once it is returned from the SC.) 
e Copy of batch label. 
e Copy of cash receipt document. 
e Copy of adding machine tape. 
The SC role includes: 


e Data entry of the cash collection. 


e Reconciliation of collections, forwarding to a contractor for entry into ALMS, 
and creation of a "collections" file. 

e Reconciliation of contractor data entry. 

e Processing of the "collections file" into FFS and subsequent resolution (with 


field input) of documents placed in "suspense" due to incorrect coding. 
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For grazing management collections, the field offices currently forward the following to the 


SC: 


Date-stamped voucher copy of the grazing bill. 
Batch label. 

Cash receipt document, if late fees are collected. 
Adding machine tape. 


The field office retains the following: 


Copy of grazing bill marked paid to the Resource Area for the case file. 
Copy of grazing bill for deposit documentation. 

Copy of batch label. 

Copy of cash receipt document. 

Copy of adding machine tape. 


The SC role includes: 


Data entry of the cash collection. 

Reconciliation of collections, forwarding to a contractor for entry into GABS, 
and creation of a "collections" file. 

Reconciliation of contractor data entry. 

Processing of the "collections file" into FFS and subsequent resolution (with 
field input) of documents placed in "suspense" due to incorrect coding. 


Interviews with several BLM customers, a team of BLM collections and accounting 
employees, and SC employees involved with collections indicated that the time and number 
of employees involved in the current collections process is substantial. 


Reengineering Objectives 


Improve business practices for billings and collections. 
Develop a standardized automated billing and collection system for the Bureau 


that is user-friendly for data entry and retrieval, and that includes late fee 
assessments and transfer fees for grazing. 
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e Eliminate duplication of effort and systems. (For example, many accounting 
technicians in the field enter collection data into a PC-based system, then have 
to transfer information to hard copy and forward to the SC where someone 
enters the data from the hard copy into FFS). 

e Develop one collection file program as the key data store for lease 
management, grazing, copy fee, and other collection information which does 
not include statistical data regarding grazing or lease management. 

e Share information about permittees across the Bureau to identify permittees 
who are consistently late with payments or who fail to pay. 

e Reduce handling of paperwork. 

Assumptions 

e A bill for over-the-counter sales need not be generated through a financial 
system. 

8 Electronic data entry into the financial system would occur at the field level to 
generate bills (e.g., grazing, lease management) and process collection data. 

e Performance measures will be developed. 

Recommendations 

e Implement one generic process for collections. 

e Implement a bar code system for over-the-counter sales (e.g., maps) and 
inventory maintenance. 

e Provide field offices with the ability to generate a bill from the financial 
system and print it locally. 

e Make the financial system available for the field to check bill status. 


Based on the interview responses, the team highly recommends implementing remote entry of 
collections data into FFS. Currently, most field offices are using some sort of data entry 
program, so training requirements should be minimal. Remote data entry would eliminate 
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the need for documentation and copies, reduce mailing costs, and decrease the number of 
employees (and contractors) involved in data entry. 


For example, entering data at the field level would eliminate the need to send a cash receipt 
document and adding machine tape to the SC, and eliminate the need for SC employees to 
enter the data from the cash receipt document into FFS. The need for the field to send a 
cash receipt document to the SC for data entry of credit card purchases would also be 
eliminated. Field offices could enter their own billing documents, where currently they have 
to complete a billing document and forward it to the SC for data entry. Since field office 
employees already complete the document from which SC employees enter the data, there 
would be no additional time required for field employees and no time required for SC 
employees. The need for accounts receivable reports would also be eliminated, since the 
data could be accessed electronically. 


The grazing collections process could be improved by eliminating entry of collection data 
into the statistical data base for grazing. This would result in cleaner suspense files and 
reports and eliminate the need for the grazing deposit ticket listings and grazing suspense 
listings that are currently issued. An end-of-day report would eliminate the need for hard- 
copy deposit documentation. All of these improvements would result in savings on forms, 
copy costs, mail time and costs, and employee time and costs. 


The Financial Reengineering Team envisions an integrated and automated billing and 
collection system that can be used consistently throughout the Bureau to provide quality 
customer service, accurate national statistics, and comprehensive financial data. The new 
billing and collections system will save steps, eliminate duplication, decrease the number of 
employees involved in collections, and reduce paperwork. If correctly configured, the new 
system could work for all types of collections. By reengineering the collections process, 
BLM can save considerable time, effort, and money and improve service to both internal and 
external customers, while eliminating the need for individual "cuff" systems. 
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Data Diagram Dictionary - Collections 


Accepted Products and Accepted products and services received 
Services 
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Vil. Imprest 


The customers of the imprest fund are BLM employees. The fund is used to make cash 
payments under $500 to vendors for over-the-counter goods and services. Some offices use 
the imprest fund to pay utility and phone bills, but this is not true for the entire Bureau. 


Presently the imprest cashier submits a reimbursement voucher to the SC Division of Finance 
for reimbursement of funds. After Finance audits the reimbursement voucher, the imprest 
cashier is sent a check to reimburse the fund. After receipt of the check, the cashier must 
take the check to a bank to obtain cash for imprest payments. In many cases, the cash totals 
maintained in the safes at field offices can be in the thousands of dollars. 


This process for imprest fund reimbursement takes a minimum of 2 weeks to complete, from 
submission by the cashier to receipt of the check. During busy times of the year, such as 
field or fire seasons, the fund can be depleted before a check is received for replenishment. 
If the fund is depleted, BLM cannot make a purchase or payment. 


During its review of the imprest reimbursement process, the Financial Reengineering Team 
found that getting the fund reimbursed in a timely manner was the major issue. In some 
cases, the delays were due to backlog in the SC Division of Finance for processing the 
reimbursement. In other cases, they were due to the time lag from the end of processing at 
the SC to receipt of the check from the Department of Treasury. Other problems identified 
with the process included the time required to take the check to the bank after receipt and 
concern about having large amounts of cash in a safe. 


Reengineering Objectives 


e Reduce the time necessary to receive a reimbursement. 
e Eliminate those steps that add no value to the process. 
e Investigate ways to facilitate the process for the imprest cashier. 


e Reduce handling of paperwork. 
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Assumptions 
e Electronic means will be used whenever possible. 
e Electronic processing versus mail will reduce processing time by 3-5 days. 
e Use of purchase cards will be expanded to replace other order and payment 


procedures when possible. 


e Treasury will require the reduction of imprest fund amounts and accounts. 
e Performance measures will be developed. 
Recommendations 


In general, reengineering the imprest reimbursement process will improve service either 
through faster reimbursement or the use of alternative payment methods. Reengineering will 
not result in elimination where a legitimate need exists. For example, small, remote 
communities have not received any incentives to implement credit card acceptance. These 
communities become the customers of BLM during site visits for surveys and fire activities. 
The use of imprest funds in these situations represents a legitimate method of payment. 


For the short term, the team recommends taking advantage of existing tools. Long-term 
solutions will require changes in automated systems, regulations, or legislation that are 
outside BLM’s control (these are indicated by **): 


e Find/use alternate payment methods such as checking accounts, purchase 
cards, and third-party drafts to reduce imprest fund activity. 


e Pay imprest fund reimbursement vouchers using remote data entry from field 
offices. 
e Create direct deposit bank accounts for imprest fund cashiers and use 


electronic funds transfer instead of checks for reimbursement. Give imprest 
fund cashiers Automatic Teller Machine (ATM) access to the bank account to 
replenish the fund as required.** 
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Vill. Travel 


The need for travel and relocation of employees is an intricate part of the business activities 
of the Bureau. Rules and regulations as mandated by GSA and the IRS, combined with 
internal procedures and Bureau policy, make the complexity of completing the required travel 
documentation a major undertaking. 


Customers of the travel processing system include BLM employees; volunteer personnel; 
persons from other Federal, State, or County agencies that travel at the request of BLM; and 
non-Government parties traveling on behalf of BLM to perform specific duties for the 
agency. Travel processing involves two main categories of documentation: travel 
authorizations, including travel advances, and travel reimbursements, including temporary 
duty travel and permanent change of station (PCS). 


Travel authorizations must be prepared for each trip that a person is requested to make on 
behalf of the Bureau. Each authorization must be approved by the designated approving 
official. Travel advances are approved at the same time as travel authorizations. Once 
approved, the documents are sent to the SC Division of Finance for processing. The process 
is as follows: 

e Document is date-stamped upon receipt. 

@ Finance employee enters travel authorization document into FFS. 

e Hard copy of travel authorization is filed and retained by Finance. 
Several field offices currently have the capability to enter travel authorization data directly 
into FFS. These offices file the hard copy of the documents on-site. No documentation is 
forwarded to Finance for processing. 
Travel vouchers for temporary duty travel are prepared by the travelers for each trip they are 
requested to take. Vouchers also are routed to the designated approving officials and 
forwarded to Finance for processing. The process is as follows: 


e Document is date-stamped upon receipt. 


e Vouchers are sorted by date and filed by oldest date in a central file for 
processing. 


e Each voucher is checked for completeness and accuracy prior to payment 
processing. 
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Incomplete vouchers are filed in a central pending file and the traveler is 
notified by mail (voucher examiners fill out a form which explains errors or 
changes required for payment processing). These pending vouchers are 
reviewed biweekly and reminder notices are sent to the traveler until 
corrections are made and the payment can be processed. 


Corrected and completed vouchers are entered into FFS. 
Checks are generated for payment to travelers. 


Travel vouchers are filed in individual folders and retained by Finance. 


These steps also apply to PCS travel except that a full audit is conducted on every voucher 
that is received prior to processing the payment. The audit involves checking all figures, 
totaling all items, and performing an extensive review of all charges for compliance with 
PCS regulations. The dollar information from PCS vouchers must be entered into a separate 
computer program, the Relocation Income Tax Allowance (RITA) program, to provide the 
necessary income tax withholding and withholding tax allowance for W-2 reporting purposes. 
This step must be completed before the audited voucher can be entered into FFS for check 


processing. 


During interviews conducted by the Financial Reengineering Team, one problem surfaced as 
a constant in all phases of the travel processing system--the amount of time that lapses 
between receipt of documents and actual data entry of those documents to process a check for 
reimbursement. These delays are caused by: 


The tremendous volume of travel documents that are generated, and the 
amount of paper handling and hours of data entry required for each. 


Time spent in obtaining approval signatures. 


Incomplete or inaccurate information requiring handwritten notification to and 
response from the traveler via mail. 
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Travel advances generate an additional set of problems pertaining to collection of delinquent 
advances. The collection process is a labor-intensive exercise that requires duplicate 
notification efforts and subsequent collection procedures that involve continual monitoring 
and followup. Under the present system, time delays are also experienced in the receipt of 
travel advance checks from Treasury. 


Reengineering Objectives 


e Simplify the travel authorization process. 

e Move towards total automation of travel document processing. 

e Eliminate duplicate data entry of travel vouchers (PCS). 

e Reduce the amount of time it takes for a traveler to receive reimbursement. 

e Improve processing time of authorizations and travel vouchers. 

e Decrease the time required to recover delinquent travel advances. 

e Reduce handling of paperwork. 

Assumptions 

e Electronic data entry into FFS would occur at the field level for travel 
authorizations and travel vouchers for temporary duty travel. 

e An automated travel system would be used which would interface with the 
current FFS system. This would eliminate the need to enter PCS vouchers 
into a separate program for income tax calculation, then into FFS for payment 
processing. 

e Performance measures will be developed. 
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Recommendations 


Eliminate the need to prepare a travel authorization for each trip an employee 
is requested to take. For example, assign one travel authorization number per 
person per year. 


Review and process temporary duty travel vouchers through the financial 
system at the field office level. This would reduce mailing and processing 
time by 5-7 days. 


Implement direct deposit into the traveler’s bank account for travel 
reimbursement. This would result in a time savings of 4 days (check 
processing and mailing time from Treasury). Treasury intends to assess 
penalties (amounts are as yet undetermined) to agencies that do not use the 
direct deposit system. Cost savings will result, therefore, from use of direct 
deposit and avoidance of penalties.” 


Implement an automated system to notify travelers when additional information 
or corrections are required on travel vouchers for timely payment, or to 
inform travelers of reasons for reductions/increases made to payment. Notify 
travelers through electronic mail only one time and keep the burden of 
responsibility on the traveler to respond in order to receive payment. This 
action would eliminate duplicate efforts in notification, save in copying and 
mailing time, and support the move towards total automation of the travel 
process by removing the need to prepare handwritten forms for notification. 


Develop a standardized automated system for travel authorizations and travel 
vouchers that has electronic signature and approval capabilities (see Best 
Practices Report and subsequent action plans).° 


2 See Federal Register, Vol. 59, No. 20, January 31, 1994, Final Rule. 


3 See Department of the Interior, Best Practices Report, June 17, 1994, and Department of the Interior, 
Finance Officers Partnership Management Action Plan (Draft), November 1994. 
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e Restrict travel advances (other than PCS) to the use of the ATM system and 
issue checks for advances only in select circumstances (e.g., infrequent 
travelers, temporary employees, individual performance related issues, remote 
areas) to dramatically decrease the time it takes to recover delinquent travel 
advances. This would also effectively result in fewer reports of delinquencies 
of travel advances and would keep the Bureau consistently below the dollar 
ceiling established for travel advances (see Best Practices Report and 
subsequent action plans).4 


For the most part, reengineering the processing of travel documents involves changing the 
way the Bureau does business to better serve customer needs, not changing the regulations 
the Bureau must follow to process travel reimbursements. Reengineering the current process 
could result in substantial time and cost savings for the Bureau. The new travel 
reimbursement process will decrease paper handling, eliminate duplication of efforts, and 
reduce the number of employees involved in processing travel documents. The new process 
will also result in better customer service through quicker turnaround and timely payment to 
travelers of their expended funds. 


4 See Department of the Interior, Best Practices Report, June 17, 1994, and Department of the Interior, 
Finance Officers Partnership Management Action Plan (Draft), November 1994. 
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IX. OPAC Payments 


On-line Payment and Collection System (OPAC) payments are for transactions that occur 
between Federal agencies. An example of an OPAC payment would be the funds BLM owes 
for the motor vehicles, building space, and supplies that are provided to BLM through the 
General Services Administration (GSA). The amount BLM owes GSA is transferred through 
the OPAC system. 


The OPAC system is maintained by Treasury and is a component of the Government On- 
Line Accounting Link System (GOALS). GOALS was implemented as a means to automate 
payments between agencies, thereby eliminating the need to process checks. It was intended 
to eventually replace manual interagency payments that are made via Standard Form 1080 
(Voucher for Transfers Between Appropriations and/or Funds), Form 1081 (Voucher and 
Schedule of Withdrawals and Credits), and the Simplified Billings and Collections System 
(SIBAC). 


Interviews with employees in the Division of Finance revealed that even though OPAC is a 
highly-automated system, several stumbling blocks hinder fast and efficient accounting. 
Under current practices, it is necessary to access GOALS to determine amounts other 
agencies have transferred from BLM, and to convert files from this data base for use as input 
documents. 


The main difficulty with GOALS is that at the time of transfer, accounting data is at the 
Federal agency summary level only, and not at the Bureau level. Through manual 
intervention, a WordPerfect file is created which becomes the source of data entry to 
generate a Bureau level summary. It is then necessary for Finance to reconcile BLM-specific 
accounting amounts paid to the Federal agency summary amount and to perform the data 
entry into FFS. Finally, after the detail accounting data has been entered, a Bureau level 
summary is generated, and if the amount agrees with the Federal agency level summary 
amount, the original entry is reversed. 


While most payments are readily identifiable, it is often necessary to research payments to 
determine cost structures for data entry. If detail accounting data is insufficient, extensive 
research is required which involves returning documents to field offices for identification and 
making numerous phone calls. At times, the dollar amounts involved are small (e.g., under 

$8), so the effort is not cost-effective. 


47 


OPAC Payments 


Reengineering Objectives 


@ Improve timeliness of cash reconciliation. 

e Improve financial information received for proper identification. 

8 Eliminate the need to enter data at the Federal agency summary level. 

e Enter data only once at the BLM-specific cost level. 

@ Reduce or eliminate research and processing. 

e Reduce handling of paper. 

e Determine the potential for automated interfaces. 

Assumptions 

@ OPAC is a Treasury-implemented and maintained system for which Treasury 
controls access and therefore, modifications would be long-term. 

e OPAC is a required system for payments between Federal agencies in lieu of 
payment vouchers or checks. 

e Data entry can be accomplished at the field level with additional training. 

e Other agencies have the same problems (see Best Practices Report and 
subsequent action plans*) so cooperation between agencies is achievable. 

e Performance measures will be developed. 


° See Department of the Interior, Best Practices Report, June 17, 1994, and Department of the Interior, 
Finance Officers Partnership Management Action Plan (Draft), November 1994. 
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OPAC Payments 


Recommendations 


Following are some general recommendations of the Financial Reengineering Team: 


e Conduct an in-depth analysis of the OPAC payment process. The 
Departmentally-sponsored Software Advisory Board is currently tasked with 
automating the larger Bureau payments transferred through OPAC. (For 
example, at BLM, the Office of Aircraft Services payment was automated at 
the beginning of FY 1994 with a savings of at least one-half FTE.) 


e Research the feasibility of data entry at the field level. 
e Research the feasibility of expanded purchase card use in place of OPAC. 


e Establish minimum amounts for use within the OPAC system until automated 
systems are in place. 


8 Automate the reconciliation process between Bureaus and Treasury. 
For the short term, the team recommends: 


e Review current financial procedures and policies for accuracy and conversion 
to field data entry. The SC Division of Finance also recommends that 
documentation received from the field should include, at a minimum, a 
document identifier and the name and telephone number of the person ordering 
goods and services. These additional items would decrease the time required 
for research. 


® Expand the use of telecommunications via Wide Area Networks (WANs) and 
Local Area Networks (LANs) in sending OPAC documentation to avoid mail 
delays. 


e Reduce the use of Standard Forms 1080 and 1081. (This may be a possible 


outcome from the Software Advisory Board in conjunction with changes to 
Treasury regulations.) 
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OPAC Payments 


The above recommendations are intended to improve the way BLM conducts business. 
OPAC is a process that is already automated. However, the refinements suggested would 
reduce reconciliation, paper handling, and research problems. Data entry performed at the 
field level would increase timeliness and efficiency. The automation of payments between 
agencies would result in cost savings. 
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OPAC Payments 


OPAC Payments 
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X. OPAC Collections 


OPAC collections are for transactions that occur between Federal agencies. This process is 
the opposite of OPAC payments in that BLM is the agency receiving the funds. Examples of 
OPAC collections include funds received for reimbursable work done for other agencies, the 
sale of land surveys and plats, and the sale of maps. The amount BLM collects is then 
transferred through the OPAC system to BLM accounts. 


Interviews with SC Division of Finance employees revealed several steps within the process 
that require reengineering, if not elimination. As with OPAC payments, access to the 
Treasury database GOALS is required. 


As the receiving agency, BLM has the responsibility to bill’ other agencies for 
services/goods rendered. Current procedures require that the bills be submitted via GOALS. 
This offers one advantage over the OPAC payment process in that, at the time of billing, 
BLM knows where the majority of receipts are to be credited, resulting in more timely 
accounting and less research. In addition, all data for GOALS and FFS are entered by 
Finance based on documentation received from the field. 


A primary concern is the double entry of data into both GOALS and FFS, and the 
subsequent required reconciliation. While most collections are readily identifiable, inquiries 
are often received from the billed agencies requesting additional information. 


Reengineering Objectives 
e Eliminate the need to enter data twice. 
e Reduce or eliminate research and processing. 
e Determine the potential for automated interfaces. 
e Reduce handling of paper. 
Assumptions 


\ 


e FFS currently offers capabilities to automatically interface with GOALS. 


e OPAC is a Treasury-implemented and maintained system for which Treasury 


controls access and therefore, modifications would be long-term. 
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OPAC Collections 


e OPAC is a required system for collections between Federal agencies in lieu of 
payment vouchers or checks. 
e Data entry can be accomplished at the field level with additional training. 
e Other agencies have the same problems (see Best Practices Report and 
subsequent action plans’) so cooperation between agencies is achievable. 
6 Performance measures will be developed. 
Recommendations 


Following are some general recommendations of the Financial Reengineering Team: 


Research use of the current finance system capabilities with regard to OPAC 
collections. 


Research data entry at the field level. 
Research expanded purchase card use in place of OPAC. 


Automate the reconciliation process between Bureaus and Treasury. 


For the short term, the team recommends: 


Review current financial procedures and policies for accuracy and 
completeness. 


Expand the use of telecommunications via Wide Area Networks (WANs) and 
Local Area Networks (LANs) in sending OPAC documentation to avoid mail 
delays. 


Reduce the use of Standard Forms 1080 and 1081. (This may be a possible 
outcome from the Software Advisory Board in conjunction with changes to 
Treasury regulations.) 


° See Department of the Interior, Best Practices Report, June 17, 1994, and Department of the Interior, 
Finance Officers Partnership Management Action Plan (Draft), September 15, 1994. 
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OPAC Collections 


Improvements to current business practices as a result of these recommendations would 
include the elimination of double data entry and an expanded focus on the use of interface 
capabilities. Reduction in data entry offers cost savings and possible realignment of FTEs 
for more appropriate BLM functions. Decreased data entry by Finance would most likely be 
offset by increased data entry done at the field level, but would reduce mail dependency. 
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OPAC Collections 
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XI. BLM Financial Guidance 


Financial regulations and policy from other agencies are generally issued to the Department 
from the Assistant Secretary for Policy, Management, and Budget - Office of Financial 
Management (PFM). Guidance from PFM includes the Department’s financial policies and 
procedures, and Treasury’s and the OMB’s requirements in the areas of financial 
management. 


Upon receipt of the guidance at the SC and Headquarters, Instruction Memorandums (IMs), 
Information Bulletins (IBs), or Technical Bulletins (TBs) are prepared so that the BLM- 
specific guidance is communicated to the field offices. 

IMs are written by the SC Division of Finance under most situations. They are submitted to 
Headquarters for review and issuance to the field offices. IBs and TBs are also written by 
Finance and are issued from the SC Director’s Office to the field offices. 

Based on responses from interviews conducted by the Financial Reengineering Team, the 
current process of issuing regulations and guidance from other agencies to BLM employees is 
too complex and time-consuming. The team review of the guidance process revealed that: 


e The current process and responsibilities for guidance development were not 
Clearly defined. 


e It takes too long to get information out to the field on critical operating 
procedures. 


® Changes to internal SC operating processes/procedures are not always 
communicated to the field. 


Reengineering Objectives 


e Clearly define the process and responsibilities for guidance development. 


e Expedite the issuance of guidance to the field offices. 
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BLM Financial Guidance 


Assumptions 


Guidance is not being communicated to the field offices in a timely manner 
because the process is not clearly defined and the responsibilities for guidance 
development are not clearly delegated. 


The use of electronic means to review and issue guidance could save a 
substantial amount of time in the issuance of guidance. 


Recommendations 


Establish total responsibility for guidance preparation in one organization 
where all regulations and guidance can be received, reviewed, approved, and 
distributed from one location to all BLM employees. This would be 
accomplished by making one position responsible for identifying the need for 
guidance, delegating preparation, and tracking the writing assignments until 
completion and issuance. The team is recommending that all guidance be 
prepared by the SC Division of Finance. The only exception to this would be 
Headquarters writing memorandums related to the Chief Financial Officer’s 
responsibilities or Inspector General audits. 


Establish a limited amount of time to issue guidance that affects the Bureau’s 
operation. 


Consider use of electronic capabilities to transmit guidance to Headquarters for 
review and approval to save mailing time. 


Provide the SC with total authority to prepare and issue IBs and TBs. 
Authority would be delegated to the SC Director’s Office or the SC’s Chief, 
Division of Finance, to sign informational or technical guidance. 


Form a diverse team to rewrite the current finance manuals. A majority of the 
existing finance manuals are outdated. In many cases, the manuals have been 
supplemented by IMs that have expired. The team would develop a list of 
manuals to be rewritten, determine priorities, and integrate the information 
within the administrative "Guidepost." 
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BLM Financial Guidance 


e Publish a desk guide that spells out the internal processes and procedures that 
are to be followed by voucher examiners and field offices. This desk guide 
would be prepared by the SC Division of Finance and serve as operational 
guidance to the field. 


e Use electronic systems to publish and maintain these procedures. 


The area of BLM financial guidance is of great concern since it affects the daily operations 
of all offices within the Bureau. Adopting a time limit for issuing guidance would prevent 
unnecessary delays in relaying current information to the field, as would providing total 
authority to the SC to prepare and issue IBs and TBs. The recommendations support 
streamlining administrative procedures and using information systems to increase efficiency 
and timeliness for the guidance process. 
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BLM Financial Guidance 
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BLM Financial Guidance 
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Xil. Summary 


This interim report on reengineering financial processes within BLM is the first milestone in 
the reengineering effort. The Financial Reengineering Team has addressed the first two 
objectives in their charter, which include identifying customers and researching and 
reengineering financial processes. Work on the third objective, increasing efficiency and 
effectiveness, is underway, but requires much more effort. The remaining objectives must 
still be addressed, and the team believes they will be, either through their continued effort or 
through new ideas from other teams, BLM employees, and new technology. 


Since this project began in May 1994, several initiatives have occurred: 


Various teams are being established throughout the Bureau, including several 
teams to implement the restructured budget process. 


The financial officers of all the bureaus have established teams to streamline 
financial processes that are deemed standard to all. 


An effort is underway to define performance measures. 


FFS bureaus have begun "joint testing" on new financial software, sharing 
ideas, and attempting to standardize procedures. 


Outside agencies (notably Treasury) have started standardizing financial 
reporting and accounting procedures. 


The Financial Reengineering Team, therefore, makes the following recommendations with 
regard to continuing the reengineering effort: 


Concentrate on the following areas for specific process analysis and 
reengineering: 


1. Collections 
Poe Payments 
S) Travel 


Expand the team to provide greater diversity and to replace resources lost (one 
of team members will be retiring "early"). 


Continue training in the reengineering process, including both initial training 
and refresher courses. 


67 


Summary 


e Encourage and solicit communication between teams, establishment of 
impromptu teams (such as the Collections Team), and employee suggestions. 


e Employ current team members as facilitators and trainers in the reengineering 
process to make use of their experiences to date. 


e Employ current team members as team leaders for process redesign. 


The main objective of this effort remains to improve the way BLM does business and to 
enhance service to BLM’s current and future customers. Ultimately, these improvements 
will allow redirection of time and funds to the on-the-ground work in support of maintaining 
healthy ecosystems. 


If the premise is true that the Federal Government is filled with good people trapped in bad 
systems, then perhaps these structured analyses are the first step in reengineering to better 
financial processes and systems and better business practices. 


The team would like to thank all those who took the time to talk with them, sharing their 
insights and frustrations, and offering additional help. 
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Appendix A - List of Team Members 


Team Sponsor: 


Nina Rose Hatfield, WO800, Assistant Director for 
Management Services 


Team Leader: 
Gary Slimak, SC610, Systems Accountant 
Team Facilitator: 
Pam Cleary, OSM, Management Analyst 
Team Members: 
Mike Anthony, OS/PFM, Staff Accountant 
Gery Behr, NM950, Administrative Officer 
Bob Blaicher, WO880, Budget Analyst 
Maureen Merrell, AZ050, Administrative Officer 
Judy Miller, SC610, Financial Systems Analyst 


Betty Needham, ID010, Administrative Officer 
Robin Stoebe, SC510, Supervisory Computer Specialist 
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Alaska 


DeDe Domingos 
Donna Lance 


Arizona 


Gordon Chenie 
Bill Civish 
Bruce Conrad 
Stan Curtis 

Lynn Engdahl 
Sharon Malloque 
Nancy O’Connor 
Judy Reed 


California 


Jerry Jones 
Dave Peeples 


Colorado 


Linda Funk 
Judy Goff 
Lonny Kent 
JoAnn Houston 
Bob Moore 
Diana Patera 
Mary Skole 


Eastern States Office 


Pete Culp 


Appendix B - List of Interviewees 


Headquarters 


W. Hord Tipton 
Tom Walker 


Idaho 


Glenda Blessing 
LeRoy Cook 
Tom Dyer 
Laurie Perotto 
Virginia Pherigo 


Montana 


Merle Good 
Tom Lonnie 
Roy Oliver 

Janet Singer 


Nevada 

Robert Donaldson 
Joyce Ford 

Fred Remstad 
New Mexico 
Mary Ann Crafton 


Peggy Dabb 
Janet Huff 
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NIFC 


Al Dunton 
Kent Frandsen 
Dick O’Connell 


Oregon 


Terry Nichols 

Darwin Priebe 
Carol Sampson 
Roger Sharp 


Service Center 


Dona Amen 
Joann Biggs 

Jack Blickley 
Susan Broderick 
Harold Coleman 
Judy Davey 
Wanda Harryman 
Joe McDowell 
Diane Reitz 

Amy Seitz 
Vickie Smith 
Marden Stone 
Chris Turner 
Kevin Woolums 
Jerry Yarborough 


Utah 


Ray Holmes 
Joe Jewkes 
Dave Mascarenas 


ry: 


Wyoming 


Anna Amos 

Bob Bennett 

Kermit Johnson 

Bill LeBarron 

Al Pierson 

Ilze Karlings Powers 
Avis Rostron 


Bureau of Mines 
Dennis Sykes 
Office of Surface Mining 


Roy Morris 


Appendix C - Master Data Diagram Dictionary 


Accepted Products and Accepted products and services received 

Services 

Advance Payment Data Traveler’s name, address, amount, document control number 
(PCS Only) ; 


Penne inner omer | Me eee ae to ee | 
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Certified Cash Data Deposit ticket number, amount, date of deposit, cost structure 
Receipt of money from sale of BLM products and services 
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Corrected (Invoice, Imprest 
OPAC Charge Data) 
Payments collected 
Financial rules, regulations, policies, procedures, and laws 
Imprest Voucher Imprest voucher, cashier name, address, subvouchers, dates, document control number 


Funding by activity, subactivity, and organization code 
number 
Voucher, Travel Voucher, 


Vendor name, address, description of goods, quantity, cost 


Obligation Data Funding commitment 
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Appendix B 
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